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Staff Members, PS&P5 

25X1 A9a 


20 May 1952 




1. There is attached a proposed statement of principal personnel 
policies which is intended to provide a brief statement of basic principles 
directed primarily to higher levol officials but addressed to, and for the 
consumption of, all levels of personnel. 


2, It is understood that the Personnel Director has given a high 
priority to this project and it has been instructed 'by the Staff Chief that 
comments of appropriate staff mesioers be obtained and considered before the 
final proposal is submitted to him. It will therefore be appreciated if you 
will return the attachment with your written comments i.y noon, 21 May 1952, 
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PERSONNEL POLICIES 
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FOREWORD 

The Central Intelligence Agency has the mission of coordinating the intelli- 
gence activities of all government departments and agencies in order to provide 
for the security of the nation. To perform this task properly the personnel 
of the Agency must have a high degree of skill, ingenuity, patience, loyalty, 
and perseverance. The Agency itself must be so organized and operated that 
we find the environment conducive to our best efforts. 

All of us associated together in this task have the opportunity to contribute 
directly to the welfare of the United States. Each job represents an essential 
part of the work required to carry forward our mission. Only as each individual— 
whatever his duties and responsibilities— strives to excel in his assignment, 
can this Agency discharge the vitally important program entrusted to it. 

Whatever the job, each of us of CIA can derive special satisfaction and inspira- 
tion from the knowledge that through this employment we have assumed a unique 
responsibility of great importance to the national well being. 

The functions performed by the Central Intelligence Agency involve the 
need to limit employment to persons whose background reflect adherence to high 
standards of character, associations and loyalty. Conduct and self-discipline, 
both on and off the job must measure up to stringent requirements. The 
exchange of information, and the handling of materials and documents must be 
precise and within established procedures. Many phases of the daily job and 
relationships that are "ordinary" in most organizations become "extraordinary" 
in the Central Intelligence Agency. 

The personnel policies adopted by the Central Intelligence Agency constitute 
the broad, general framework for carrying on the management of the Agency's 
program. Full acceptance and application of these principles will provide 
the environment within which all staff members may be expected to produce to 
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%m high® at leeela of their ability, ta aatotato a spirit «f coepwatieeneae to 
thtir work, and to ha loyal to the idaala of oar democracy* Conaideration will 
hawa to ba giten, of eourae, to the requiraewnte of national security, but 
"eecrecy* iniat not ba allowed to become a screen ftor bed managwrant practice. 
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OBJECTIVES OF PESSQbHEL HAHAOIMEHT 

Central Intelligence Agency recognises ** • fundamental requirement 
of effective opera tion, the importance of the need for establishing and 
maintaining ritually satisfactory and effective working relatieaehipa 

f i t^ ateff members* The Agency realises that lie responsibilities will 
he performed moot ably if all members understand the importance of their 
wevic and identify themselves with it* It ie the responsibility of each 
operating official to conduct his organ i action in such a way that every 
aenber of hi® staff will foel the challenge of contributing to Mb ffcll 
capacity in the teak to Le dons* 

It ia toe primary objective of tha Agency*® program of per^winel 
administration to recruit, develop, and retain a staff of qualified, 
eff ici e n t, and well-adjusted personnel and to encourage the maxima 
development and use of their skills end abilities. This my toe accomplished 
principally through proper selection, plaeeeent, upgrading, supervision, 
training, equitable remuneration, and maintenance of proper working conditions. 
The Agency recognises that the indlvideal*® Interacts and rights with 
reference to his position are based on his a ility and performance. 8a is 
entitled to fair treatment 'y his supervisor , equitable compensation .. or 
Me cervices, and consideration for advancement within the Agency, without 
prejudice or discrimination. 

The Agen cy i n tends to create end maintain an environment for work 
which encourages employees to grow and fosters a high degree of effort and 
productivity. It is essential that all officials in administrative or 
supervisory positions clearly understand add apply the fundamentals of 
enli ght ened personnel administration in the interest of high morale. 
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Supcrvleore have swisaay reopens! t Uity for success in the emtin and 
•eirteaaaee of high aoraie and productivity throughout the Agency, The 

9wromml 0?flc ® reep*»i:,le for the develops t aui execution of policies 
m& procedures which will provide assistance and guidance to supervieore 
officials in achieving these goals. 
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aESPCMSlSlLOT FOB P©£0«NEt ilASAOE^aT 


; *e*use the mission of th# Agency m&t .,m accomplished through tht? 
combined efforts of all staff jswbars# it Is the obligation of each euper- 
ois«r to give constructive leadership in ths economical utilisation of the 
pereermel resource® under his direction* The supervisor is the Agency’s 
mtak effective personnel manager* since it is in the day-to-day working 
area that the elements of sound personnel management mist be applied if they 
ere to contri ute to Agency goal®. Hence, an important responsibility 
of every official and supervisor i® to esc to it that t base personnel 
policies are made fully effective. 

Trained personnel staff units are maintained to give assistance and 
guidance to supervisors in fulfilling their personnel raaaagewiat responsi- 
bilities. These specialised personnel staff® also perfom for the Agency ]Lj$i 
those tasks which are essential to maintain a sound personnel program but 
which oar. be more efficiently performed as a separate operation because 
of their technical or tlM-eoasuning character. The existence of a specialised 
personnel organisation does not diminish the responsibility of operating 
official® and supervisors to promote and maintain healthy work relationship®, 
nor ean it be permitted to create any arrier etwees the individual and 
those persons in the management line who are primarily responsible for 
his efficiency and his morale. In summary* ' he Agency* e personnel program 
is founded on the principle that personnel amnageraent 1® a function of. 
supervision and that authority fully adequate to perform this function must 
be located at ths lowest operating echolcn consistent with efficient 
administration and effective control. 
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Sach person who directs the vcsrf of others .aust assure that those 
under Ids supervision know their Jobe, to idiom each is responsible, the 
authority that goes with their Jobe* the relationships of their Jots to 
other Jobs in the organisation, and the channels of communication open to 
there* 

^Experience shows that there are certain essential prectieee which reset 
he obeorvod if the object! vee of this personnel policy are to be realised! 
accordingly, these operating standards ars incorporated within this policy: 

1. Responsibility for a function must bo matched ’ey the 
authority necessary to perform that fistctlonj weak, ineffective 
performance results when delegations of responsibility fail to carry 
with there cow&enauratc authority or are accompanied by checks which 
unduly restrict freedom of action, 

2, Any change in duties and responsibilities of a position or 
a group of positions must be preceded by 

part of those affected, 

3* An individual must net he repaired to report directly to 
more than one superusers Otherwise, In an effort to follow the 
instructions of one supervisor fee way violate those given by anotheri 
because of uncertainty a '.out what it epepeeted in the fact of conflicting 
.instructions, Isse work Is ac ccap li eh adi and aoreetimSB, In order to 
take action, he may have to disregard both supervisors— wi th the 
result that control is lost* Hhila technical end administrative 
guidance may stem from separate sources, one point must be designated 
as the final authority for directing the work of the individual. 
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k» Instructions ajwi directions relating to work asslgnasnts 
will be caeanun tested to tbs individual only through, or with the 
agr®«E3©nt of , his 1 mediate a ipervisur. 

5, Changes in an individual's work aeaigasaaat or snploynent status 
will be eosaunlceted to bin* after prefer approvals, only by bis 
immediate supervisor or by & higher leVal official with the prior 
knowledge of the snrorvtsor. 
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''SKUtCfXON WITHOUT DI3CRE.BATI0K 

Tb» most competent persons «ho meet the 7t»qair#rawt® of the job 
be recruited end selected for petitions at all levels and promotions 
shall be aade on the basis of Merit and cpallfioations. There will be no 
discrimination or prejudice against as applicant or a staff wearer because 
of race, color, sex, religion, pfcgrsioal handicap, or national origin. 
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ENPIOTH&'T STAWlAfcJS 

The vital importance to the national security which attaches to the 
aerie of ths Agency requires high standards of employment which will attract 
and maintain an organisation staffed with competent personnel, therefore, 
the staffing program will eosprlse the following elemental 

1* Adequate acurcoe from which qualified personnel may he recruited 
wlU be developed and naintaiaed. 

2. Bach jot will be filled on a merit 'basis ty selecting tbs 
available individual best qualified in terns of carefully determined 
requirements of the particular position 4 th duo consideration of the 
reqaireatnts of the Veterans* Preference Act of 19M** as amended. 

3* Opportunity for transfer, reassignment, and promotion will 
be provided in order to make full use of demonstrated skills and abilities. 
Therefore, qualified personnel on duty will be given first consideration 
in filling vacancies. 
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PUBTICIPATIOM OF AtL STAFF HSjeSRS IS 

FEESGNMEL MlflAESEMEfiT 

Tl» wldeet practicable opportunity will be afforded to all 

v " 

staff nsm'rers for consultation and explanation In the araialatlon 
and development of policies affecting their employment status, 
working conditions, and productivity. This opportunity will 
bs effected through positive weouragenont of a free exchange 
■between supervisory and supervleid personnel of points of view 
and ideas in their daily work together and in regular depertsental 
etaff Meetings, supervisory conferences, conferences of ;«anag«aent 
aad employee representatives , and other effective weens. 

Staff iasw&trs are urged to avail themselves of these oppor- 
tunities for participation. Individuals have the right to Join 
or refrain from Joining employees* organisations of their own 
Choosing without coercion #r feer of dtaorininstion. This right, 
of course, ms t he exercised in a ***mr wfdch is consistent with 
the special reeponsi btliilee of the Agency. 
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PEBECKifKI. EfALUAflON PtiQQliM 

2w*jy member of tbs dgsacgr must -• encouraged cad assisted 
in developing to the level of his gieatest potential contribution. 

Dally o ••. servafcion and evaluation of perfojd-Aaee sad ea pasx ■ -■ t ie s 
will he sinsaariied and recorded la formal, pe riodic personnel 
evaluation©. Those report# will provide oasis information to mil 
official# conoorat'4 in determining aarited recognition, aood for 
further trailing, and potential for develatuMnt, or tne seed for 
auddng & change in jo. status. 

Suparvioore must fully infora Individual* of their duties 
and of tee requirements of their petitions# is * h supervisor will 
use current inf onmtian eta the 'npetlenoe, qualifications and 
performance of each individual under his direction as a r of 
planning for the training at id further developaisnt of sued person nel 
m other appropriate pereanuel action as agy te required in 
individual instances. Each supervisor sd.ll uiscuas his evaluation 

haste for it with the individual affected in order to d evel o p 

Mutual understanding. 
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CA8EER 0BfEL0«?l^T ?*DGBAM 

A eamr ®erv ice within the Central Intelligence Agency must 
be built to meet the present and future intelligence requireriante 
of the United State*, consistent with def i ni to pleats which arise 
or are anticipated, the Career $ervi*» Ib'Qgwcs seeks to ensure for 
every person In the central Intalligenee Agency a carefhlly planned 
development program, 

this will include participation in programs for orientation 
and induction of new personnel, training on the Job, upgrading 
and understudy programs, rotation, arid training in supervision and 
management practices. Lines of advaneedent within the Agency asset 
be identified, and a systematic plan of career training be developed 
which ie baaed upon established standard® of training and experience 
required for advancement from one Job to another. 
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SfcHSTT ►LfJ® 

AU po***tol Will to iraaUd tto w or greater 

with MV»i to ***** land disability ^ti« f 

alloowiees, holidays, am rStl^-eat as are gnmtSu to 
toter Federal e*»ioyees. Infarction if these plws mst to 
giro «n m individual basis as specific detail* vary according 

to oaplsyaeat status# 
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SALAXT JKD WAGE ADMIN Iff RATION 


Salaries and wages shall be administered B«wto compen- 
sate personnel equitably with due regard to the relative value 
of the positions, and with provision far pay increases after reasons le 
periods of satisfactory service. 

Determination of the relative value or grade of positions 
will be based xtpon systematic analysis of the difference# in 
the requirements of the positions in comparison with approved 
and established Agency standards* 

Salaries fa* graded positions will be esta listed in con- 
formance with the pay scales of the Federal Classification Act* 

Wage rates for ungraded positions will « established after considera- 
tion of rates paid for similar work by other gownruasnt and 

la so far as possible, 

private ©»plegr«rn in the same locality./ The Agency will adhere 
to the principles and requirements of the Classification Act 
of 19k9* as amended. 

The method by which the rate of pie-' for hi# Job is deter- 
imet be explained on an individual basis as the schedules vary 
for different typos of positions 
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8SKUMKT OF OmiVAHClO 

Supervisory and supervised personnel |fc*ve an alligation 
to ©vor. effort to reaolvo aapiojuant ■ relatisa* pro^loisia 
aa they arise before they boceaa for -aliped grievances* Sailing P* W P 1 ^ 
satisfactory addostaest of a&y grlevartu $ each xnfomal 
action* appeal wiy he suuie fey perse® el at n •/ cork level to 
t h e appropriate higher authority* Individuals promoting grievanoee 
will be free fro* asay 3-nterforenoe* restraint * or rapriaal* 
fttff f a» «»•»? » and advice as to the procedural requireaartta will t* 
given ty the Personnel Office upon request. 
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’•MO*- 

moumm separations 

It is the policy of t,bo control Inie llgenoe Agency to retain 
eoapotont personnel on the basic ot merit without discrimination 
regarding favoritism, martial status, s*x, race, eolor, religion, 

©r external pressure* When it is necessary to reduce employment, 
the selection of eag.loy.res for retention will * on the basis of 
relative qualifications for the work rspaining to e dons and with 
proper eons iteration of veteran status, length of Federal service, 

and performance record. 

Personnel who have consisted the pro-aticuery period will not 
be separated Involuntarily (except for redaction in force, security 
reasons, for eaus* - miscor-duct, delinquency, etc.) unless there is 
a prior notice informing the pore on concerned in what respect his 
servlets were unsatisfactory and unless he has 'seen given reasonable 
opportunity to improve cr to oorreot o^cctionnfclc traits* 

Such personnel will be denoted or discharged for cause 
only after he has teen given (1) a statement of the reasons for 
the proposed action, ( 2 ) an opportunity to reply, and (35 an 
opportunity to appeal the decision. He may, however, be put in 
suspension status without pay pending final determination. 

Under the provisions of the Satlmal Security Act of I9kl» the 
Director of Central Intelligence has the authority to terminate 
the cervices of any meaberof the Agency when he feels that such 
action is advisable In the interest of the United States. This 
action cannot ‘O appealed* 
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mmm Am xxcgsvxvb asabSs pbogaah 

Honor and incentive swards era grot tod in recognition of 
superior aceoRplichttoni, oerltaricue service, ami suggestions 
adopted to iaprow the efficiency and effectiveness or Agency 

operation:?* 

Supervisors are encouraged to taafce full use of this program 
far obtaining ttiteiiil rauo*sitU.. of cat standing perf arsnanee of 
individuals. All personnel are encouraged to contribute their 
suggestions far improving procodares end operations. Such euggeetiaas* 
when adopted and when not a reap© »ai : ill ty of the suggeetsr’s 
official assignment, will be HA HA rewarded in proportion to the 
value of the rteult to the Agency. 
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» “"a. 

cowcanitm 

The principles incorr>orat#td, Into tho Soror»\tiz state- 
isent of person no? policy mat a M Th stw-dard to v « met fey 
the contra! Intelll ones Agency. AppHi stion of those principles 
want fee an integral port of the da ’ ly ^forx of supervisors at all 
levels and of oil other personnel. The Agency will taka such 
action os in «nf»raf>r1.«(to to lnplrnont the nolloy, to evaluate the 
adequacy with whdnh tho policy imeets current program oeod.” , 
and to assure performance in aoeord with the poleiy* 

Many of the principles have been implemented through the 
development of regulation a and procedufes. As additional 
axperisnee 5.# gained In the continuous tank of achieving, theca 
alas. It is expected that all personnel will express their vteeo 
and suggestions* 
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